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PURPQOSE

This procedure celineates the requirements for the development, review,
approval, change, and deletion of Non Normal Procedures (NNPs). The purpeose
of a2 Nan Normal Procedure is to document procedural steps, safety,
envircnmental and special equipment requirements for operations and jobs that
are performed on a one time or infrequent basis.

SCOPE

This procedure (s applicable to all NNPs developed by EG&G persannel and
applicabte subcontraciers. Non normal procedurzss will be developed and used
when potentially hazardous operations must be performed and no detailed
instructions are provided in existng procedures, The need for a non normal
proceduyre can be identified by different functional areas, e.g., Engineering,
Safety, Operations, Maintenance, atc. The supervisor and personnei who will
perform the procedure are responsible for developing it.

REFERENCES

None

ACRONYMS/DEFINITIONS

4.1 Approval - Annotated by the signature of the approving authority and
date.

4,2 DCC - Document Controf Center.

4.3 Documents - Any written or pictorial information describing, defining or

specifying requirements and process procedures. This includes plans,
pracedures, instructions, inquiries, proposals, contracts, specifications,
drawings, calculations, analyses, lists, tables, charts, schedules, etc.

4.4 Non-Normal Procedure - A procedure written to describe and document
pre conditions, operating steps and special requirements for compiex or
hazardous operations performed on a one time or intermittent bases. It
also must specify actions necessary to return the system to normal
operating conditions.
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4.5

4.6

4.7

RESPONSIBILITIES

5.1,

(&3]
Ny

5.5.

~appropriate warnings and cautions inciuded. This analysis may vary in

Procedure - A document that specifies or describes how an activity is to
be performed.

Record - A docurnent initiated, approved, and retained specifically for
verification of an activity or rtem and which is conirolled for future
reference.

TOCOF - Tooele Chemical Agent Disposal Facility.

Supervisaor

Approves and is responsible for the content of NNPs within his/her
contraf, and ensures that all personnel camply with the requirements of
the procedure.

oCC -

Will maintain the final, signed copy of the NNP and provide copies as
requested. Will also provide new procedure numbers and maintain a
tracking sysiem.

Division Manager

Aeviews &l MNPs generated within the division, assure that NNPs are
develecea and maintained for aill non-normal divisian activities within
his.her centrol, and assures that division personnet comply with the
requirements of the procedure.

General Manager

Provides the necessary resources to assure this procedure is
implemented.

Safaty
Reviews all requests for NNPs or revisions to NNPs and performs a

Safety Hazards Analysis to assure all risks have been mitigated and

complexity based on the complexity of the safety issues involved.
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PROCEDURE
6.1 Procedure Development

g£.1.1 Prior to writing a NNP, a planning meeting will be held, if
necessary, °' ta discuss the operation. As a minimum, the
following organizations will be present at this planning
meeting:

« Safety

» QOperatians

* Environmental

* Initiating Organization
« QA/QC

+ Engineering

£.1.2 After agreement has been reached to proceed, an NNP -
number will be requested from DCC.

5.1.3 - Numbers for NNPs will be assigned by system as
determined by DCC (see Exhibit 03).

£.1.2 Page cne will contain the Approval signatures and all
subsequent pages cemprisa the body of the procedure.
The body content shall conform te the document gutline
{Exhipit 01}.

6.1.5 DCC will maintain a Non-Normal Procedure Report (Exhibit
03) of all NNPs based on data from Supervisars. OCC
distributes a NNP Repert {on an interval determined by
DCC) to all supervisors. The supervisor updates the report,
as required, and returns it ta BCC.

6.1.6 The procedure spansor will request a safety evaluation priar

to sending the procedure out for review. The Safety
Department will perform a Safety evaluation of the activity
and assure all safety considerations have been included. A
"shert form” safety assessment will be provided and
included as an exhibit with the NNP. A sample “short
form” format is at Exhibit C4.
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6.2

6.3

Procedure Review

6.2.1

[e}}
nY
J

[0)]
(A
L

6.2.

g

All new procedures shall start as a draft version (draft A).
When review comments are incarporated into the NNP, the
alpha indicator will be changed {draft B, draft C etc.). The
procedure sponsor will determine if 2nother review is
required, and if so will coordinate the effort. As a
minimum, all the signatures of the procedure will review.
Additional reviewers may be included as required.

The reviewer of a NNP may red-line the procedura copy, 10
indicate typos, grammatical errors etc. If the raviewer has
no commenis they must notify the procedure sponser that
there were no comrnents either by typing 2 memo or
writting “no comments” in the signature block of the NNP
itselt and retwurning it to the procedure sponsor.

The procedure spaonsar {or designee} is responsible for -
resolving all comments. Once comments have been
addressed the sponsor will make necessary changes and
forward a copy to the reviewer.

Upon completion of tha NNFP raview, the document will be
returned to the procedure sponser.

Procedure Approval

8.3.1

8.3.5

All approved procedures shall be issued siarting with
Revision O and each subseguent revision will carry the next
sequential number. Procedure approval will be obtained as
detailed in Exhibit 02.

The procedure sponsor or writar will obtain all approval
signarures.

The procedure approval shall be signed and datad in ink.
Procedures previously signed n multi-calored ink are
effective as in the criginal agproval date.

The Supervisor of the sponsor is the technical point of
contact.

After approval, the original hard copy with approval
signatures will be Tarwarded to DCC for distribution.
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6.3.6. When the procedure is approved and signed it is sent to
DCC and becomes Revision 0.

6.3.7. If procedures are revised the revision number increases
(revision O becomes revision 1 etc.}. After approval the
procedure becomes the next higher number.

6.4. Procedure Revision/Deletion

6.4.1. A revision can be made to a NPP by rewriting the NNP
making the desired changes, helding a2 planning/review
meeting in accordance with paragragh 6.1 of this
procedure, circulating the rewritten pracedure for review in
accardance with paragraph 6.2 of this procedure and
obtaining approval in accordance with paragraph 6.3.

6.4.2. Rewritten procedures will carry a new revision number
instead of a change number. -

6.4.3. A NNP shail be deieted by the initiating office enly. Any
NNF may be deleted by sending written natification to DCC
that explains the reason for deleting the procedure, or they
are automatically deleted after 30 days. DCC will maintain
an archive copy of the procedure far future reference.

5.5 Longevity And Disposition of Procedure
6.5.1 Longevity
6.5.1.1 The NNP may be in effect for 30 days.
8.5.1.2 Up to two extensions of 30 days each may be
approved for reasons of operational or material
delay.
8.5.2 Dispasition
§.5.2.1 Upon expiration of an NNP, it will be deleted as
an active procedura.
5522 If the NNP is determined to meet loang term or

recurring operational needs, it will be converted
to a standard procedure (SOP, MOP, LOP).

The new procedure will include the essential
elements of the NNP but will contain all
required elements of a standard procedure.

— T — P— R RIE=—
—_—————

—— — —
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6.5.2.3 The new procedure may be included as
additional operations in existing procedure.
7. DOCUMENTS AND RECORDS
7.1 The following documents were generaied or affected by implementation

of this procedure.

Non-Narmal Procedure
*Short Form Safety Evaluation (Exhibit 04)

7.2 Documents indicated with an asterisk (*) shall become a record.
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EXHIBIT 01
GENERAL OUTLINE

A. Signature Page

B. Fermit Requirements

C. PPE Reguirements

D. Speciat Eguipment

E. Special Instructions

F. Procedure Steps

G. Post Operation Special Instructions

H. Safety Evaluation

i
|
!
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EXHIBIT 02
SAMPLE SIGNATURE PAGE

CHEMICAL STOCKPILE DISPOSAL PROGRAM

TOQELE CHEMICAL AGENT DISPOSAL FACILITY
CONTRACT DACA87-89-C-0076

{Title . }

PLAN FOR NON-NORMAL OPERATING CONDITIONS
Plan No:

Prepared by:
£G&G Detense Matenals, Inc.
11600 Stark Road
Tooele, Utah 82074

Approved by: Date:
[Iniuatar)
Aporoveag by: Date:
{Safety)
Approved by: Date:
(Operauans)
Approved by: Date:
{Engineering)
Appraved by: Date:

{Environmental)

Approved by: Date:
(Quality)

Approved by: Date:
{PMCD Shift Engineer)
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EXHIBIT 03
NON NORMAL OPERATING PROCEDURES REPORT
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EXHIBIT 04
SHORT FORM SAFETY EVALUATION

Noaq Normzl Procedare:  Safery Evaluation
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